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2019 INDEX

Department Paper Color
Clerk of the Board/Auditor/Purchasing Agent Salmon
Board of Elections Goldenrod
County Clerk Green
Department of Health Canary
District Attorney Pink
Information Technology & Services Bright Green
Legal Defense of Indigents Tan

Office for the Aging Lilac
Office of Community Services Turquoise
Office of County Administrator Buff
Office of Emergency Services Gray

Old Stone Fort Ilvory
Personnel & Civil Service Blue
Probation Salmon
Public Transportation Goldenrod
Public Works Green
Real Property Tax Services Pink
Sheriff’s Department Gray
Social Services Canary
Treasurer Turquoise
Veterans Service Office Tan

Youth Bureau

Cherry







Schoharie County

OFFICE OF CLERK, AUDITOR & PURCHASING AGENT
P.O. Box 429, County Office Building
Schoharie, NY 12157
Phone: (518) 295-8347 Fax: (518) 295-8482

Clerk of the Board, Auditor & Purchasing Agent
- Agency Profile

Duties of the Clerk of the Board/Deputy Clerks

Responsible for administrative and clerical aspects of Board of Supervisors, including:
o Setting up meeting for Chairman & Committees. Taking minutes for all Board

meetings and several committee meetings

Maintain County contract system

Prepare agenda for Board meetings & committee report packets

Review committee minutes & prepare motions for committee chair

Post minutes, meetings, agendas, resolutions, local laws to public website

Prepare notices and advertising for special meetings

Notify press of special meetings, changes and press conferences

Publish County Directory & Book of Proceedings annually

Publish County Agency Profiles & Organizational Charts bi-annually

Work with insurance company and maintain record of all insurance policies

Answer County information line and email inquiries

Advertise, file and maintain record of all County Local Laws

Prepare reports/grants for solid waste and household hazardous waste event

Coordinate events for the Board of Supervisors

Maintain display areas and coordinate use of those areas
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Auditor & Purchasing Agent/Deputy Auditors & Purchasing Agents

Daily review and approve all requisitions to determine compliance with County Policy
and Procedures

Daily review and approve all department orders on Amazon, Hummel’s, Quill and
Staples

Audit all department vouchers and supporting invoices for mathematical accuracy and
policy compliance

Verify purchase approvals, travel requests and equipment purchases

Process copier usage invoices for all departments; assist departments when purchasing
new copiers

Process all payments associated with county coroners

Prepare weekly abstract

Maintain record of all vouchers

Maintain and update vendor list

Maintain inventory for all County departments

Receive and maintain all county Certificates of Insurance

Responsible for preparation and overseeing bid process for timber bids

Venesky Reports — annually

Assist State and independent auditors during audits of County records

FOIL Officer

Respond to Freedom of Information requests for the County Departments



Schoharie County

OFFICE OF CLERK, AUDITOR & PURCHASING AGENT
P.O. Box 429, County Office Building
Schoharie, NY 12157
Phone: (518) 295-8347 Fax: (518) 295-8482

Clerk of the Board
Auditor & Purchasing Agent

Chairman
Earl VanWormer, 111

Schoharie County Board of Supervisors

Clerk of the Board
Auditor/Purchasing Agent
Sheryl Largeteau

A

Deputy Clerk of the Board
Auditor/Purchasing Agent
Judi Beeler

Deputy Clerk of the Board
Auditor/Purchasing Agent
CJ Smith























































































































































































































































